PART | | DEPARTMENT OF HUVAN RESOURCES DEVELOPMENT 2.489
STATE OF HAWAI | 2.490
M ni mrum Qual i fication Specifications
for the C asses:

VENDOR MANAGEMENT SPECI ALI ST (WQ) [Il & 1V
[ VENDOR MGMT SPCLT (WC) [T & 1V]

Prerequi site Know edge and Abilities Required:

Know edge of: Research nethods and techni ques; problem
solving; and report witing.

Ability to: Assist with the planning, devel oping,
i npl enenting and eval uating required services of a program
devel op and reconmend policies and procedures; read and
conprehend conplex materi al such as federal rules and
regul ati ons; gather, analyze and eval uate data and nake
recommendat i ons based on facts; develop and naintain witten
mat eri al s such as nmanual s, panphlets and ot her material s;
identity and resol ve probl ens; prepare oral and witten reports
of activities; and comruni cate effectively both orally and in
witing to individuals and groups.

Level IV: In addition, this level requires the ability to
pl an, develop, inplenent and eval uate required services of a

program and supervise the work of others.

Basi ¢ Educati on Requirenent:

Graduation froman accredited four (4) year college or
university with a bachel or’s degree.

Excess work experience as described under the Specialized
Experi ence, below, or any other responsible adm nistrative,
prof essi onal or anal ytical work experience which provided
know edge, skills and abilities conparable to those acquired in
four (4) years of successful study while conpleting a college or
university curriculumleading to a baccal aureate degree may be
substituted on a year-for-year basis. To be acceptable, the
experience nmust have been of such scope, level and quality as to
assure the possession of conparabl e know edge, skills and
abilities.

The education or experience background nust al so denonstrate
the ability to wite clear and conprehensive reports and ot her
docunents; read and interpret conplex witten material; and sol ve
conpl ex problens logically and systematically.
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Experi ence Requirenents:

Except for the substitutions provided for in this
specification, applicants nust have had progressively responsible
experience of the kind and quality described in the statenents
bel ow and in the anbunts shown in the follow ng table, or any
equi val ent conbi nati on of training and experience:

Gener al Supvy Tot al

: Exp Exp Exp

Class Title (Yrs) (Yrs) (Yrs)

Vendor Managenent Spclt 111 1-1/2 0 1-1/2
Vendor Managenent Spclt [V 2-1/ 2 * 2-1/ 2

Ceneral Experience: Progressively responsible professional
wor k experience which denonstrated the ability to analyze
prograns, services, facilities, operations or organi zations to
determ ne their effectiveness, achievenent of program objectives,
cost factors, and to participate in planning for future needs or
for rel ated managenent purposes. The experience nust have
denonstrated the ability to identify needs, collect and anal yze
data, identify alternatives and their advantages and
di sadvant ages, devel op | ogical recomendations for a course of
action, read and conprehend conplex material such as federal
regul ations, and draft reports of findings and reconmendati ons.
Persons in direct services prograns nay be accepted if there is
evi dence of continuing responsibility for analytical work as
descri bed above (e.g., a staff assistant responsible for
anal yzi ng an assi gned program area and recomendi ng i nprovenents
in operations, or a supervisor whose work included the eval uation
and nonitoring of the progress of an assigned program area or
function preparing reports of progress and plans for the assigned
program or function).

*Supervi sory Aptitude: For the class Vendor Managenent
Specialist (WC) IV, applicants nust possess supervisory
aptitude. Supervisory aptitude is the denonstration of aptitude
or potential for the performance of supervisory duties through
successful conpletion of regular or special assignnments which
i nvol ve sone supervisory responsibilities or aspects; by serving
as a group or teamleader, or in simlar work in which
opportunities for denonstrating supervisory capabilities exists;
by conpletion of training courses in supervision acconpani ed by
application of supervisory skills in work assignnments; or by
favorabl e apprai sals by a supervisor indicating the possession of
supervi sory potenti al .
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Substituti ons Al l owed:

1. A master's degree froman accredited four college or
university in business or public admnistration, or a
closely related field which provided know edge of program
anal ysi s and eval uati on nethods and techni ques nay be
substituted for one (1) year of the General Experience.

2. A Ph.D. degree froman accredited college or university in
the fields described above may be substituted for one and
one-hal f (1-1/2) years of the CGeneral Experience.

Quality of Experience:

Possessi on of the required nunber of years of experience
will not in itself be accepted as proof of qualification for a
position. The applicant's overall experience must have been of
such scope and |l evel of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties of
the position for which he/she is being considered.

Li cense Requi r ed:

Appl i cants must possess a valid State of Hawaii driver’s
i cense, Type 3.

Sel ective Certification:

Speci al i zed know edge, skills and abilities may be required
to performthe duties of sonme positions. For such positions,
Sel ective Certification Requirenments may be established and
certification may be restricted to eligibles who possess the
pertinent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nust show t he
connecti on between the kind of training and/or experience on
whi ch they wish to base selective certification and the duties of
the position to be filled.
Tests:

Applicants may be required to qualify on an appropriate
exam nati on

Physi cal and Medi cal Requirenents:

Applicants nust be physically able to perform efficiently
and effectively, the essential duties of the position which
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typically require the ability to read without strain printed
material the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or w thout
a hearing aid, or the ability to conpensate satisfactorily.
Disabilities in these or other areas will not automatically
result in disqualification. Those applicants who denonstrate
that they are capable of perform ng the essential functions of
the position with or without reasonable accommobdation will not be
di squalified under this section.

Any condition which would cause applicants to be a hazard to
t hensel ves or others is cause for disqualification

Any disqualification under this section will be nade only
after a review of all pertinent information including the results
of the medi cal exam nation, and requires the approval of the
Director of Human Resources Devel opnent.

Ment al / Enoti onal Requirenents:

Al'l applicants nust possess enotional and nental stability
appropriate to the job duties and responsibilities and working
condi ti ons.

This is first mnimumqualification specification for the
new cl ass VENDOR MANAGEMENT SPECI ALI ST (WC) 111 [VENDOR MaVr
SPCLT (WCQC) I11]; and a change in title of the class Vendor
Managenent Specialist (WC) to VENDOR MANAGEMENT SPECI ALI ST
(WC 1V [VENDOR MGMI SPCLT (WC) V], and an anendnent to the
m ni mum qual i fication specification which was approved on
Cct ober 2, 1997.

DATE APPROVED: 6/27/02 /'s/ Dawmn M Young

DAVI S K. YOQ
Director of Human Resources Devel opnent



